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How To Create an Account in My PAA (New Users)
My Plan Administration Account (My PAA)

Last Updated: 

September 16th, 2021
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How to Create an Account

2

Home Page

 To get started with filing, you 

must register for a My PAA 

account (i.e., create a security 

key, username and password). 

Your account will be used for 

all of your premium filing 

activities for all of your plans. 

 To set up your account, click 

on the blue “Log in or Sign up” 

button in top righthand corner 

of the “Home” page.

 On the log in pop-up page, 

click the “Create an Account” 

link.
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Ref Parameter Description

1 Email Address – It is important that a valid email address 

provided because My PAA will use this email address to 

communicate with you once your account is set up

2 Username – cannot use a username that is already being used 

by another user

3 Password – Password must meet all requirements; must 

contain at least 13 characters, 1 lower-case character, 1 

number, 1 special character, and 1 upper-case character

4 Re-Enter Password – Passwords must match

5 First Name– Required

6 Last Name – Required

7 Office Phone Number – Must enter 10 digits

8 Extension – Up to 6 digits allowed. This field is not required
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Create an Account Pop-Up

 Enter your personal information

 Please ensure you fill out all the required fields on 

the “Create an Account” page. These fields will be 

identified with a red asterisk (*).
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Ref Parameter Description

9 Secret Question– Choose one question 

from the available dropdown;

What is your pet’s name?

In what city were you born?

From what high school did you 

graduate?

What is your mother’s maiden 

name?

10 Secret Answer

11 Re-enter the Secret Answer – Secret 

answers must match above
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Create an Account Pop-Up

 Finally, select a Secret Question and enter your Secret Answer twice. Your Secret Question and Answer 

will be used throughout the filing process, so be sure to securely remember them.

 Once all the required fields have been provided and information validated, click the “Create an Account” 

button.
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Captcha

 Captcha will be required upon account creation.

– Check the “I’m not a robot” check box, then you will be tasked to verify.

– There may be different types of verification (e.g., selecting pictures, entering text, etc.)

– Perform the task required and then click the “VERIFY” button. Once the task has been successfully completed then you 
may proceed by clicking the “OK” button.
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Rules of Behavior (ROB)

 Once CAPTCHA has been 

verified you will be prompted 

with the ROB. You must read 

the ROB, check the 

acknowledgement checkbox, 

and then click the “Accept” 

button at the bottom of the 

ROB.

 If you click “Do Not Accept”

– You will not be taken back to 
home screen of My PAA.

– Your account will be created; 
however, you may not be able to 
enter or use My PAA for any 
premium-related task until the 
ROB has been Accepted.

– The next time you enter your 
credentials to log in you will be 
prompted with ROB again, and 
that must be accepted if user 
wants to enter application.
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Confirm My PAA Account Information

 After you have accepted the Rules of Behavior (ROB), then a pop-up will appear to confirm your Account 

Information.
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Account Settings Page

 If you click “Edit” from the 

Review/Update My PAA 

Account Information pop-up.

– You will be redirected to the 
Account Settings Page where 
you will be able to change any 
information, including your 
Secret Question and/or 
Answer, if it is incorrect.

 You will be able to edit the 

following details pertaining to 

your My PAA Account:

– Email Address

– Username

– Password

– First and Last Name

– Office Phone

– Extension (optional)

– Secret Question & Answer

 Once you save your changes 

a confirmation will appear at 

the top of the page.
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Home Page

 If you click “Continue” from the Review/Update My PAA Account Information pop-up, then you will 

automatically be logged into your My PAA account, and redirected to the Home Page. You will be able to 

proceed with any premium-related task.
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